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1S April 1952

TO1 Assigtant Director
Office of Collectlion and Dissemination
- FROM: N orienization and Methods Examiner 25X1A%a

BUBJECT: Heport on Organisation and Methods Staff,
Arsa Top Seoret Control Office

1. PROBLEM: Review of operating methods of the Area Top Secret
Control Office, Organization and Methods Staff, for the purpose of
insuring compliance with bssic Agency regulations and establishing
uniform opsrating methods throughout CIA,

2. INCLUSIV: SURVEY DATES: 15 April 1952

&. Area Top Secret Control Officers 5X1A%9a
Alternate Top Secret Control Officer:

3o FACTS BULRING O THE PROBL:M:

&. QObvious Depsrtures from Bazmio

(1) The weekly log sent to Central TSCO has ligted in the
final column internal distribution of documente to individuals
within the Ares. The exsminer advised that this final column
should be reserved for indication of the Area to which the
document is sent or, if it remains in the 0&M Ares, the finsl
column should indicats at the end of week simply "C&M¢®, T4
was further explained that the weekly log is intanded to
indicate to Central TSCO all movemenis of documerte into or
out of the cognizant ares within that week, Areas with a
omall volume of 75 documents {such as the C&M Staff) can use
én eéxtra line in the subject column for listing of internal
distribution.

{2) The Area T:CO has not, in some instences, obtained
the signature of the rociplent on the 0&M Staff. The examiner
suggested that if the document moves outside the immediate
Office of the Chief, the reciplent should sign her coLy o
the weekly log. <
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(3) Because of the small volume of documents handled, this
Ares hae not alwaye submitted & weekly log at the end of each
week ir which a transaction cccurred. The exsminer advised
that loge should be sent in promptly to assist the Central
TECO in exercising 2 central contol.

be General Problerms:

This Area, in common with other CIA Aress; receives
documents from outside agencies and amsigns an &M control
number, only to diBcover at a laterdate thet the same document
was received elsswhere in CIA and assigned an Ares number.
Rocommendation for solution of this multiple numbering problem
has been advanced in a previous report,

he CONCLUSIONS:
The volume of T5 material recelved in, or originsted by, this
Ares ia 80 small that the protlems were minor end capeble of "om-~the-
aspot? solution,
5. ACTION HECOMMENDED:

6. Submission of a weekly log promptly if doouments sre
recelved.

b. Uge of the final column for listing of Areas location only.

CONCURREKCES ¢

* 25X1A9a
CIA Top Cecret Control Officer

W. L. Peel
Chief, Organisation and Methods Service
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